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From: Corbett, Krysti
To: O"Grady, John; Morrison, Denise; tim.seidman@nteu.org; McBride, William; Mills, Lesley; Pitchford, Ann; Sims,


Mark; Oliver, Leah
Cc: Ferrell, Randolph; Coryell, Mark; Coomber, Robert
Subject: Notice: Changes to Official Travel Manual
Date: Tuesday, August 22, 2017 1:00:00 PM
Attachments: Changes Travel Policy_6-26-2017 Final (002).docx


This serves as notice that the agency intends to implement changes to its official travel policy found
in Resource Management Directive System 2550B.   The changes are consistent with the Federal
Travel Regulation and are deminimus in nature, as such there is no duty to bargain under §7114(a)
(4) of the statute.  Although there is no duty to bargain these changes, the Office of the Controller,
Policy and Training Branch will hold a briefing on these changes in the coming weeks.  We will send
out calendar invitations to the briefing once a date and time has been determined.
 
Randy Ferrell is the lead for LER on this initiative.  Please contact him directly at 202-564-1927
should you have any questions.  Thank you.
 
 


Krysti Corbett
Director
Labor and Employee Relations Division
Office of Human Resources
U.S. Environmental Protection Agency
1200 Pennsylvania Avenue, N.W.
WJC North 6317A
Washington DC 20460
Mail Code 3602A
Desk Phone: (202) 564-6295
Mobile:  (202) 579-1681
corbett.krysti@epa.gov
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			Section/s


			Previous (if any)


			Change





			Individuals Responsibilities


			none


			[bookmark: _GoBack]If audited, traveler must provide any receipt related to official travel (in addition to the required receipts) requested by the Cincinnati Finance Center during the voucher audit process.








			Excess Baggage


			The EPA allows reimbursement for two personal bags for official travel. Specific notation is required on the travel authorization for the number of personal bags to be checked and associated baggage allowance.


			The EPA allows reimbursement for two personal bags for official travel. Specific notation is required on the travel authorization for more than two bags to be checked and associated baggage allowance.





			Extended Temporary Duty


			none


			The EPA e-Gov Travel Service system will be used to prepare travel authorizations and travel vouchers for extended temporary duty assignments. A TA cannot be created for more than 30 days in the e-Gov Travel Service system. Please see Appendix N, Extended Temporary Duty Procedures and the section on “Reduced Per Diem” for further information.








			Leave in Conjunction with Travel


			However, employees traveling at personal expense on unofficial business that is professionally related, which may indirectly benefit the EPA, may be provided administrative leave. Employees must complete Standard Form 71 Request for Leave, available under WebForms on the EPA Intranet.





none


			However, employees traveling at personal expense on unofficial business that is professionally related, which may indirectly benefit the EPA, may be provided administrative leave. Employees must complete a leave request as required by the EPA Time and Attendance Policies and Collective Bargaining Agreements.











Travelers making changes to their official itinerary for personal travel in conjunction with official temporary duty, can call EPA’s Travel Management Center (currently BCD Travel) to exchange the government fare ticket for the new itinerary. The traveler cannot use a contract fare for the part of travel that is considered personal travel. When calling the TMC to make personal travel reservations, the traveler must:


· Inform the TMC that the travel is personal;


· Bear all charges and fees associated with the personal travel; and


· Use a personal credit card to pay all charges and fees associated with the personal travel.








			ORD Student Service Contracting Authority


			none


			Per EPAAG 37.1.3.5, the Office of Research and Development has authority for contracting with individual students or recent graduates for personal services. Although students and recent graduates under these personal services contracts are not Federal employees, travel is authorized, arranged and paid for the same as would be done for employee travel. They are eligible for Government airfares and hotel discounts on official travel. 








			Receipt Retention


			Original receipts that are not scanned into the EPA E-Gov Travel Service system must be retained for six years and three months. Electronic and scanned receipts – travel documents that have been uploaded into the EPA E- Gov Travel Services system – must be retained for 2 years.


			Original receipts that are not scanned into the EPA E-Gov Travel Service system must be retained for six years. If original receipts are scanned into the EPA E-Gov Travel Service system, the originals are considered convenience copies and are destroyed when no longer needed unless the scanned version is illegible. If the scanned version is illegible, the original receipt(s) must be kept in accordance with appropriate retention guidelines.








			Supplies


			Employees may purchase supplies and replacement parts for equipment that has malfunctioned, e.g. chargers for blackberries or laptop computers, so long as these supplies are necessary to perform official business while in travel status. If possible, employees should contact their authorized purchase bankcard holder to purchase supplies and replacement equipment to conserve travel funds. In situations in which it


is impractical to purchase the item(s) through the purchase bankcard, employees may purchase the item(s) with their travel card and claim the costs on their travel vouchers.





Employees must provide a justification, which shows that employees’ supervisors or travel authorizing officials approved the purchase(s) prior to the travel or at least prior to the unanticipated purchase. If the amount of an unanticipated purchase exceeds $500, employees’ travel authorizing officials must approve an amended travel authorization, which lists the item(s). Travel authorizing officials must not approve reimbursement for personal items such as clothing and umbrellas or “extra” equipment when employees fail to bring an item on travel.


			Employees should contact their authorized purchase bankcard holder to purchase known supply needs, including replacement equipment.  However, in emergency situations and/or instances where it is impractical to purchase the item(s) through the purchase bankcard, employees may purchase the supplies necessary to perform official business while in travel status using their travel card and claiming reimbursement for those costs on the travel voucher.  To the extent possible, travelers should obtain their authorizing official’s approval prior to purchasing any supplies.  For example, a laptop charger that malfunctions and a traveler needs to use his/her laptop to provide a presentation at a conference. 





If the amount of an unanticipated purchase exceeds $500, employees’ travel authorizing officials must approve an amended travel authorization, which lists the item(s). Travel authorizing officials must not approve reimbursement for personal items such as clothing and umbrellas when employees fail to bring an item on travel. 








			Telephone


			When employees use personal cellular phones for official communication, employees must provide documentation to show that the additional cost exceeded the normal usage covered in the personal cellular phone contract. If no additional costs are shown on the cellular phone statement, no reimbursement is allowed.


			When employees use personal cellular phones for official communication or for personal calls while on official travel (for example, to notify home of their safe arrival), employees must provide documentation to show that the additional cost or fee exceeded the normal usage covered in the personal cellular phone contract. If no additional costs or fees are shown on the cellular phone statement, no reimbursement is allowed. 








			Tips


			Employees must limit tips claimed on their travel vouchers for a taxi, shuttle service or courtesy transportation to 15 percent of the charge for service.


			Employees must limit tips claimed on their travel vouchers for a taxi, shuttle service, or courtesy transportation and Transportation Network Companies such as Uber and Lyft to 20 percent of the charge for service.








			Travel Compensatory Time-Off


			none


			For information pertaining to travel compensatory time-off consult the EPA Pay Administration Manual at http://intranet.epa.gov/policy/payleave/tcto_policy_procedure.pdf or your manager.








			Per Diem


			none


			Employees are eligible for per diem when:


· You perform official travel away from your official station;


· You incur per diem expenses while performing official travel; and


· You are in a travel status for more than twelve hours.





			Actual Expenses


			none


			The maximum a traveler may be reimbursed under actual expenses is limited to 300 percent (rounded to the next higher dollar) of the applicable maximum per diem rate per Federal Travel Regulation 301-11.303.








			High Dollar Travel


			Travel with total trip expenses greater than $5,000 require approval from the Senior Resource Official. The EPA’s E-Gov Travel System has conditional routing which requires mandatory SRO approval for all travel requests with expenses greater than $5,000.


			Travel authorizations with total trip expenses greater than $5,000 require approval from the Senior Resource Official. SRO approval is also required if the travel authorization is less than $5,000 but the travel voucher expenses are greater than $5,000.  The SRO will approve these travel requests directly in EPA’s E-Gov Travel System or with a memorandum attached to the travel request. International travel expenses exceeding $5,000, regardless of funding sources, need SRO approval. When invitational travel is involved, the SRO of the paying office will approve these travel requests directly in EPA’s E-Gov Travel System or with a memorandum attached to the travel request.








			Reduced Per Diem


			When employees are in temporary duty status for more than 30 consecutive days, travel authorizing officials may only approve a reduced per diem rate that starts at 55 percent with the option to negotiate the percentage as long a reduction is taken for per diem. The reduced per diem rate must be included on the travel authorization.


			When employees are in temporary duty status for more than 30 consecutive days, travel authorizing officials may only approve a reduced per diem rate that starts at 55 percent with the option to negotiate the percentage up or down, as long as a reduction is taken for per diem. Per diem cannot be negotiated to zero, at minimum the incidental expense portion of $5 per day must be paid.  Per diem includes both lodging and M&IE, however the percentage on each can be negotiated separately. For example, lodging could be negotiated for 50% while M&IE might be for 30%. The reduced per diem rate must be included on the travel authorization.








			Coach-Class Seating Upgrade Program


			Federal Travel Regulation 301-10.124 identifies upgrade programs as “Coach Elite,” “Coach Plus” or “Preferred Coach” that provide a more desirable seat choice within coach-class but at an annual fee. The use of these upgrades generally satisfies employees’ personal choices. Therefore, the use of the upgrades is a personal expense for employees. The EPA will not reimburse this expense.


			Federal Travel Regulation 301-10.124 identifies upgrade programs as “Coach Elite,” “Coach Plus” or “Preferred Coach” that provide a more desirable seat choice within coach-class. The use of these upgrades generally satisfies employees’ personal choices. Therefore, the use of the upgrades is a personal expense for employees. The EPA will not reimburse this expense except for a medical waiver. An employee shall request such accommodations via the Agency Reasonable Accommodation Procedures. For further information, please contact the EPA’s Office of Civil Rights Reasonable Accommodation Procedures for Employees and Applicants with Disabilities at http://intranet.epa.gov/civilrights/reasonableaccommodation.htm   


                                                          





			Travel Card


			none


			Pursuant to “FTR: Optimal use of the Government Contractor Issued Travel Card”, dated September 14, 2016, EPA’s E-Gov Travel System will automatically charge lodging, airfare, train fare, and rental car payments to the travel card, unless a valid exemption applies.








			Travel Card


			none


			Added bullet- EPA travel cardholder must not use the travel card when traveling for the union.








			Split Disbursement


			At a minimum, split disbursement requires direct payment for common carrier transportation, lodging or hotel costs and all proper transaction fees…


			At a minimum, split disbursement requires direct payment for common carrier transportation, lodging or hotel costs, train travel, rental cars… (added train travel and rental cars)








			Rental Car


			Travel authorizing officials must determine when use of a rental car, including type or size, such as economy or compact, is advantageous to the federal government for official travel. Approval requires specific notation on the travel authorization.


			Travel authorizing officials must determine when use of a rental car is advantageous to the federal government for official travel. Travelers must use the least expensive compact car available, unless an exception for another class of vehicle is approved by the travel authorizing official. The reason for the exception should be indicated on the travel authorization.





Exceptions for the use of other than a compact car includes:


· When use of other than a compact car is necessary to accommodate a medical disability or other special need, approved by your designated reasonable accommodation coordinator.


· When required because of agency mission (e.g. transporting scientific equipment or equipment needed for clean-up sites).


· When the cost of other than a compact car is less than or equal to the cost of the least expensive compact car.


· When additional room is required to accommodate multiple employees authorized to travel together in the same rental vehicle.


· When travelers must carry a large amount of Government material incident to their official business, and a compact rental vehicle does not contain sufficient space.


· When necessary for safety reasons, such as during severe weather or having to travel on rough or difficult terrain.





Travelers will not be reimbursed for purchasing pre-paid refueling options for rental cars. Travelers should refuel using their government travel card prior to returning the rental vehicle to the drop-off location. 








			E-Gov Services


			none


			According to Federal Travel Regulation 301-73.105, employees who do not use EPA’s E-Gov Travel Service system are responsible for any additional costs resulting from the failure to use the E-Gov Travel Service system and may face suspension of future travel privileges.








			Use of City-Pair Program


			none


			Before purchasing a non-contract fare, the traveler must meet the exception requirements listed and also have travel authorization approval to use said fare.  In addition, if a non-contract fare is non-refundable, restricted, or has specific eligibility requirements, the traveler must know or reasonably anticipate, based on their planned trip, that they will use the ticket.  Travel authorizing officials will make final determination that this transportation is both practical and cost effective for the Government.








			Local Travel


			If local travel is advantageous to the federal government, officials delegated to authorize travel may approve reimbursement for transportation expenses that employees incur while conducting official business in their local area.


			If local travel is essential to the transaction of official EPA business, officials delegated to authorize travel shall select the method of travel most advantageous to EPA and can approve reimbursement for transportation expenses that employees incur while conducting official business in their local area using that selected method of travel.








			Local Travel-HQ


			When the official station is Washington, D.C., the perimeter for local travel includes the District of Columbia, the Maryland counties of Montgomery, Howard, Anne Arundel, Prince Georges, Charles, St. Mary’s, Calvert and portions of Queen Anne, Baltimore and Frederick, and in Virginia, the cities of Alexandria and Falls Church and the counties of Arlington, Fairfax, Loudoun, Prince William, Stafford, King George and portions of Fauquier. Local travel includes employees’ normal daily commute from their residence to their official station. 


			When the official station is Washington, D.C., the perimeter for local travel includes the District of Columbia, the Maryland counties of Montgomery, Howard, Anne Arundel, Prince Georges, Charles, St. Mary’s, and Calvert and in Virginia, the cities of Alexandria and Falls Church and the counties of Arlington, Fairfax, Loudoun, Prince William, Stafford, and King George. Distance traveled can be calculated as shown on the odometer or online through a distance calculation program measuring mileage.





			Local Travel-Regional


			Regional Administrators or Deputy Regional Administrators establish the local travel area for their employees. 


			Regional Administrators or Deputy Regional Administrators will determine their region’s local travel area. RAs or DRAs may use a mileage radius, the corporate limits of the city or town, or the usual commuting area of the official worksite/duty station (area served by local transportation services such as buses, streetcars, subways and trains.








			Local Travel


			On-Scene Coordinators, Investigators, Inspectors, Auditors and Legal Personnel (section heading)


			Section heading changed to: Field/Site Work





			Administrative Requirements for International Travel


			none


			For further information, please visit the OITA site at: http://intranet.epa.gov/oita/ or consult with your office’s designated international travel coordinator.





			International Travel


			none


			Emergency Contact While on Official Travel, Per EPA Order 1130.2A – Senior Resource Officials, The SRO ensures, for personnel traveling abroad on behalf of the EPA, that the SRO or his/her designee is designated on the embassy country clearance as the 24-hour agency point of contact who may authorize medical evacuation in case of an emergency. 








			International Travel


			none


			Use of Official and Diplomatic Passports, EPA staff traveling internationally on official business should use an Official or Diplomatic passport unless the country requires a personal passport instead.








			International Travel


			none


			High Threat Security Overseas Seminar Training Requirement, All U.S. government direct-hire personnel serving on TDY for more than one day and less than 45 days in a single calendar year at any of the designated foreign posts, as specified by OITA and the Department of State, must complete the Department of State’s mandatory High Threat Security Overseas Seminar HT-401 on-line training course before temporary duty travel begins for travelers.








			Foreign Citizens


			none


			EPA processes and tracks guest workers who come to EPA on J-1 visas, which then allows them to work with EPA scientists on research projects. It is EPA’s policy not to recommend or endorse foreign guest workers for visa applications, extensions of visas, or permanent residency to the Immigration and Naturalization Service.





			Travel Card Training


			(addition to Appendix A)


			Added under Appendix A (General Information): The travel cardholder must successfully complete GSA travel card training prior to use of the travel card, and successfully complete the travel card refresher training every three years.








			Travel Card Use


			(addition to Appendix A)


			Reiterated this in Appendix A: The travel card cannot be used when traveling for the union.








			60 Days Past Billing Date


			(addition to “Failure to Pay Travel Card Bills in a Timely Manner” section)


			Regional offices may have their own overdue memorandums.





			Travel Accounting


			none


			As requested by budget or the comptroller, documentation may be needed for cross-funded TAs.








			Travel Vouchers


			Employees must prepare travel vouchers within five business days after completion of a trip and route electronically using the EPA E-Gov Travel Service system.


			Travel vouchers must be submitted (voucher must be stamped SIGNED by the traveler) within five business days after completion of a trip and routed electronically using the EPA E-Gov Travel Service system.








			Travel Vouchers


			none


			If an employee is on continuous travel status, they must prepare travel vouchers every 30 days.








			Glossary


			none


			Added definition of TNC/Transportation Network Companies








			Sample Travel Cost Comparison Worksheet


			Older version


			Updated this to version that is currently on the Travel Resources page.





			Extended Duty Procedures & Extended TDY Worksheet


			none


			Added Appendix N: Extended TDY Procedures and Worksheet





			Travel Policy Checklist


			none


			Added Appendix O: Travel Policy Checklist





			Executive Management Framework


			none


			Added Appendix P: Executive Management Framework





			Various


			Original Superfund, Oil Spill and Leaking Underground Storage Tank site related travel documents, including receipts, are sent to the Cincinnati Finance Center.


			Added option for “Regional Financial Management Offices may direct original Superfund site related travel documents to be maintained locally in accordance with EPA retention schedules.”





			Various


			Office of General Counsel-Ethics official


			Office of General Counsel/Ethics 





			Various


			Office of Financial Management


			Office of the Controller





			Various


			Office of Financial Services, Cincinnati Finance Center


			Financial Services Division, Cincinnati Finance Center
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